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Cl ass Specifications
for the Cl ass:

RETI REMENT SYSTEM BENEFI TS MANAGER
( RETI REMENT SYSTEM BENEFI TS MGR)

Duti es Summary:

Pl ans, organi zes, manages, directs, and coordi nates the
activities of the Enrollnent, Clains and Benefits Branch of
the State of Hawaii Enpl oyees’ Retirenent System (ERS); and
perforns other related duties as assigned.

Di sti ngui shi ng Characteristics:

This class reflects the work of the chief of the
Enrol Il nent, Clains and Benefits Branch of the State of Hawaii
ERS which is responsible for planning and coordinating the
retirenment programfor State and County enpl oyees and retirees
including enrolling eligible nmenmbers; providing counseling
services and information; conputing and authorizing clains for
benefits; refunding contributions to nmenbers who term nate
enpl oynment; review ng Medi cal Board and hearing officers
deci sions; adjudicating clainms for death benefits to
beneficiaries; and participating in the devel opnment of program
pl ans, rules and regul ations, policies and procedures.

The sole position in this class plans, coordinates,
directs and supervises all activities of the branch through
subordi nate supervisors and programstaff. |In addition, the
position in this class resolves controversial or novel claim
cases or other highly conplex problens; reconsiders clains
that are pending formal appeal by the claimant; interprets
| aws, rules, regulations and other |egal requirenments for
subordi nates; and plans and coordi nates i nprovenents in the
branch's operations and services. General supervision is
provi ded by the Adm nistrator or Assistant Adm ni strator of
t he ERS.

Exanpl es of Duties: (The sole position may not be assigned
all of the duties listed, nor do the exanpl es necessarily
include all the duties that nmay be assigned. The om ssion of
specific statements does not preclude managenment from
assigning such duties if such duties are a |ogical assignnent
for the position. The classification of a position should not
be based solely on the exanples of duties performed.)
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Pl ans, organi zes, coordi nates and manages operati ons and
activities of the Enrollnment, Clains and Benefits Branch;
supervi ses, manages and directs the recei pt and processi ng of
applications for service and disability retirenent benefits,
refund of contributions and death benefits clainms; plans,
organi zes, directs and supervises the devel opnent and
execution of operational plans of the branch; directs studies
of program operations, program evaluation and program
devel opnent activities including the conputerization of ERS
operations; directs the devel opment of an informtional
program for ERS nmenbers and other interested parties including
preparation of informational hand-outs, self-help worksheets,
br ochures, handbooks, audi o and/or video packages; directs
section supervisors in staff devel opnent and i npl ementation of
new procedures; reviews subordinates’ work assignnents and
their projections of short- and | ong-range goals and
obj ectives; sets long- and short-term goals and objectives for
t he branch; recomends appointnents to vacant positions and
ot her personnel actions including pronotions and transfers,
| eaves, etc.; devel ops operational and training manual s for
staff; interprets and/or clarifies |aws, rules, regul ations
and policies for subordi nates and ot hers; resol ves
controversial clains and novel or unprecedented work problens;
prepares and justifies the branch's budget and submts
requests for personnel, materials and other resource needs;
recomrends new or anmendnents to existing |aws, rules,
regul ati ons and policies; works with and maintains |iaison
with other agencies and individuals to explain policies, |egal
requi renents and to resolve controversial and highly conpl ex
probl ens; offers testinony in court for contested clains and
benefit cases; authorizes paynents for retirenent benefits,
death benefits, refunds, etc.; speaks before groups about
benefits, services and other matters pertaining to the ERS;
and resol ves grievances from subordi nat es.

Know edge and Abilities Required:

Know edge of: Laws, rules, regulations, policies,
procedures and practices relating to the State of Hawaii ERS
ext ensi ve range of principles, practices and techni ques of
cl ai ms exam nation, devel opment and adj udi cati on; and report
and letter witing.

Ability to: Plan, organize, manage, supervise and direct
the activities of the Enrollnent, Clains and Benefits Branch;
read, comprehend and interpret conplex |aws, rules,
regul ati ons, reports and studies; review and anal yze overal
operations and services and recomend i nprovemnment measures;
prepare budget requests; apply anal ytical methods and
techni ques in resolving controversial clains and highly
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conpl ex probl ens; supervise subordi nates and conduct
appropriate training progranms; recognize the need for new or
anended cl asses, rules, regulations and policies and make
appropriate recomrendati ons; speak before
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groups and conmmuni cate effectively orally and in witing; and
establish and maintain effective working relationships with
ot hers.

This is a change in title fromEnrollnment, Clains And
Benefits Manager, which was approved on Decenber 21, 1998, to
RETI REMENT SYSTEM BENEFI TS MANAGER ( RETI REMENT SYSTEM BENEFI TS
MGR) .

Ef fective Date: Septenber 7, 2000

DATE APPROVED: 9/ 25/ 00

DAVI S K YOG
Acting Director
Human Resour ces Devel opment



